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POSITION ANNOUNCEMENT

Mentor Program Coordinator
25-30 hours/week
40 weeks/year
$15/hour
The mission of the Decatur Education Foundation is to harness community resources to provide educational and enrichment opportunities for all Decatur youth. 
We do this by generating financial support from individuals and organizations, awarding grants and administering scholarships, and engaging the community to contribute their time and talents to activities that ultimately benefit Decatur’s youth. As an independent non-profit enterprise, DEF fills a unique role in our community. For additional information visit www.decatureducationfoundation.org.

The Decatur Education Foundation is seeking a dynamic, organized, self-starter with excellent oral and written communication skills to help coordinate the Foundation’s three mentoring initiatives.  At their core, DEF mentoring programs are about closing the opportunity gap that exists between low-income students in our community and their upper income peers.  This position will be responsible for generating partnerships with local businesses, organizations, and individuals that will open up opportunities for kids in our programs. 

Must have strong people skills, a passion for connecting students with opportunities that reflect their interests, the ability to “sell” the program and get people excited it.  Must have strong computer skills, attention to detail, and the ability to interact professionally with a diverse constituent base. Experience with database management preferred.  Mentoring experience and experience managing volunteers are a plus. Seeking someone who is meticulous and can respond to changing, fast-paced environment.  Must appreciate the importance of confidentiality and be committed to the ideal of educational equity. 
Duties include:
· Seeking and developing new partnerships with individuals, organizations, and local business who will provide various opportunities for our mentees (OP and REACH)

· Seeking and developing new partnerships with organizations and local business who can provide work internships (PCA students)

· Supporting the Director of Community Engagement in recruiting, screening, selecting, and training mentors for the Foundation’s three mentor initiatives 
· Promoting the mentoring programs within the community (one-on-one meetings and public speaking to groups) 

· Updating and maintaining mentor database

· Meeting with mentors on a regular basis and with mentees/families as needed

· Working with mentors to identify opportunities within our community that are specific to the needs of their mentees and assisting mentors in getting kids connected to those opportunities
· Working with mentor team leaders, develop and coordinating group activities for mentors/mentees (4 per year) that give kids new experiences and help them connect with their interests

· Working with advisory council to promote parent engagement

To apply: Submit cover letter and resume via email to info@decatureducationfoundation.org by July 7th.
No calls please.
